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Preface
Like its companion—WordPerfect® in One Hour
for Accountants—this is a fast-track learning tool
for accountants. If you want to expand from
WordPerfect basics without becoming an expert in
word processing, this guide is for you.
Lessons are easy to read and follow. Each is
designed to take no more than 15 minutes from
start to finish, so that you can fit one or more into
your busy day.
By practicing the lessons in this guide, you will
learn how to automate your office further by taking
advantage of two of WordPerfect's more advanced
functions: Macros and Merge. As you create agree
ments, engagement letters, retainer letters, and
other accounting documents, you may find yourself
repeating similar tasks. These tasks may include
typing your firm's letter closing, setting margins,
printing a page, or filling in the details on otherwise
standardized documents.
In Lessons One and Two, you will learn how to
create simple macros. Macros are little scripts that
you record and play back when needed. You don't
have to know anything about computer program
ming to write them. You simply name the task you
want WordPerfect to perform, record the keystrokes
you now do to accomplish that task, and let
WordPerfect repeat those steps whenever you type
in that task's name.
Lessons Three and Four show you WordPerfect's
merge capabilities. When you merge, you combine
information from two or more sources to make a
V

new document. For example: You have a mailing list
of new clients and you have a letter to explain your
firm's policy on fees that each client is to receive
within one week of your initial meeting. Using
WordPerfect's Merge function, you can send each of
those clients individually addressed letters in sec
onds. Lesson Four shows you the basic steps for using
WordPerfect to complete fiIl-in-the-blank forms.
After the lessons, there is a section with more
advanced Merge and Macro applications. There's
also a glossary that explains the meaning of terms
used in this book.
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Getting Started
You already understand the basics of WordPerfect.
You know how to turn on your computer and save
typed memos and documents. You can retrieve your
work, make changes, and store the new material.
You can move blocks of text, use boldface, underline
key elements, and check spelling. You can admirably
handle WordPerfect's basic word processing features,
which are clearly set up in the first four lessons of
WordPerfect® in One Hour for Accountants. Now
you're ready to jump into the middle of
WordPerfect's power: mastering the Merge and
Macro functions.
Are you or your assistant frequently retyping
the closing of your letters? By using WordPerfect's
Macro function, you can generate that closing with
just a few keystrokes. Macros can be used to auto
mate steps you're constantly repeating, such as
changing from single- to double-spacing or para
graph numbering.
However, if you're like most people, you find
the Merge/Sort, Merge Codes, Macro Define, and
Macro functions intimidating. Maybe you tried
WordPerfect's Merge/Sort feature accidently. You
didn't know what to do when the "Primary File:"
prompt appeared on the bottom of your screen.
Then, some of you hit the Cancel or the Help key.
Others simply screamed "Help!" until someone in
your office returned you to the reassuring blank
screen without that haunting "Field: 1" in the lower
left-hand corner of the status line.
Now, you need to send a letter to a hundred clients
advising them of the latest changes in estate tax law.
1
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Or, you want to send each prospective new client a
letter outlining your firm's retainer policy.
In both cases, each letter needs to be an original,
personally addressed to the client. You can do this,
of course, without using the Merge function, but it'll
take hours. With the Merge function, you'll be done
with the project within minutes.
Mastering those mysterious Merge and Macro
functions could make you more productive. Best of
all, you don't have to spend six hours taking an
intermediate word-processing course.
This booklet will guide you through the basics of
WordPerfect's Merge and Macro functions in four
15-minute lessons. Together, the lessons show you
how to take advantage of WordPerfect's powerful
Merge and Macro capabilities.
These lessons are written for WordPerfect 5.1 for
DOS, even though WordPerfect 6.0 for DOS and
Windows recently were released. In WordPerfect 6.0,
the Macro and Merge functions are handled slightly
differently than in earlier versions. For the projects
covered in this book, you can follow most of the
instructions verbatim, as long as you are using the
WordPerfect keys in 6.0. Several differences in the
new version are worth noting. WordPerfect 6.0's
menus and the prompts you see on the screen are
different than in 5.1. Also, editing the macro is done
in a regular document screen, where you see the
results rather than simply recording your actual
steps. The Merge function is streamlined. Although
their function and operations are unchanged, some
commands have new labels.
To take full advantage of the new WordPerfect
6.0, you need a personal computer with at least
a 386 processor, 4MB of RAM, 520KB of free con
ventional memory, DOS 3.3 or above, memory
management software, a hard disk with 16MB free
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space, and VGA or higher resolution graphics
adapters and monitors.
If you already have those capabilities, of course,
WordPerfect 6.0 for DOS resembles WordPerfect
for Windows. If you are not ready to replace all
of your older PCs, you can stick with 5.1 and get
your money's worth by learning some of its
advanced features.
To benefit from this booklet, your computer
should be connected to an operating printer.
If you are using WordPerfect for the Macintosh,
UNIX, Windows, or another system, you may need to
set the program's keyboard definitions to emulate
WordPerfect 5.0 or 5.1 for DOS. If you're unsure
about how to accomplish this on your system, ask a
colleague to adjust it for you. The basic principles of
operation described in the Merge and Macro Lessons
are similar between WordPerfect versions, but some
steps may be specific to 5.1.
Now, you're ready to begin.

Conventions Used
Function keys (corresponding to the F1 to F10 or
F12 keys) and command keys (such as Shift, Alt, and
Ctrl) are indicated in bold type. When two keys are
needed to accomplish a task, the instructions will say
"Press and hold down ..." the first key, followed by
"... lightly tap ..." the second key. Each lesson step
is followed by representations of the actual keys to
press. When two keys are needed, a + sign separates
the keys:

When keys need to be pressed in sequence, the
keys are separated by a comma:

As functions, Merge and Macro are capitalized.
When the concept of a macro and the merging
process are being discussed, they are lowercase.
Prompts displayed on the screen are inside quota
tion marks and typed in bold, as they appear on your
computer's monitor:

"Macro Def"
Items that you should type are underlined. You
may type them in upper- or lowercase. You also may
substitute appropriate information for underlined
items. When you need to use the space bar, the space
is indicated in the underlined information.

5
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If you are asked to type information, after that
lesson step you will see a representation of the
information to be typed, underlined, followed by the
function keys you need to press. For example, below
you would type the words Print full document, then
press the Enter key. (Note that you should not type
the comma because it is not underlined.)

Print full document,

Enter

Objective: To learn how to
print documents quickly

Lesson One
BACKGROUND: If you're like most accountants, you
don't have time to be slowed down by technology.
So Lesson One shows you how to write a macro that
lets you print a document in a flash. When you create
a macro you take a number of keystrokes that you
go through regularly and record them. Then, when
you need those steps performed again, you call on
the Macro function to do them for you.
Now, let's create a macro to print documents.
1. Begin by retrieving a small document on your
computer's WordPerfect screen. (If you don't
wish to use one of your documents in this les
son, type some text on the screen.)
Before continuing, be sure you are connected
to a printer that is on and ready to accept print
jobs.

2. Press and hold down the Ctrl key, then lightly
tap the F10 key.

When you let go, the prompt at the bottom of
the screen will say, "Define macro:".
7
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Note: At this point, you can enter a name (up to
eight characters) for your macro. You can use a
single letter or a name. In Lesson Two, we will
name macros. In this lesson, your macro will be
assigned a single letter.
3. Hold down the Alt key and press the letter P.1
You can use an upper- or lowercase letter.

The message at the bottom of your screen will
now say, "Description:".
4. Type Print full document and press Enter. This
step describes what your macro is designed
to do.

Print full document,

Enter

The prompt at the bottom of the screen will
flash and say, "Macro Def".

5. Press and hold down the Shift key, while you
lightly tap the F7 key. This step will bring you to
the Print Menu.
Shift

1 If you already have an Alt macro under P, WordPerfect will
warn you. Don't replace the existing macro unless you no
longer use it. Instead, press F1 to cancel your selection and start
over, picking another letter for this function.

Lesson One
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6. Select F or 1 for the Full Document option from
the Print Menu2 and press Enter.

7. Press and hold down the Ctrl key, while you
lightly tap the F10 key.

If you successfully created a macro, the "Macro
Def" message will disappear and your docu
ment will print. You will be returned to your
document screen.
8. To run the macro you created, have the docu
ment you want to print on the screen. Make
sure your printer is turned on. Press and hold
down the Alt key while you press the letter P
key.3 Your document should begin printing.

Congratulations on writing your first macro! You
are now ready for Lesson Two.

2 If your printer is turned on, it will begin printing your docu
ment immediately at Step 6 above. If you are not connected to
a printer, complete step 7; then go to the Print Control Menu to
cancel the printing job. Press and hold down the Shift key
while lightly tapping the F7 key, then select the C or 4 option
to control the printer. At the Printer Control Menu, select C or 1
to cancel the job, then press y to confirm your choice.
3 If you picked a different letter, substitute the letter you picked.

Objective: To learn how to
automate a letter closing

Lesson Two
BACKGROUND: In Lesson One, you created your first
macro, using the Alt key, followed by a letter key.
You probably already realize there are other macros
that could prove useful in your accounting practice.
But you wouldn't want all of your macros stored
using this method, because your keyboard could
quickly become an alphabet land mine that could
become difficult to remember. And, if you inadver
tently pushed down the Alt key and the wrong letter
key, suddenly your computer would be doing one
thing when you wanted something totally different.
One solution is to reserve Alt macros for functions
that you do frequently that will not ruin your docu
ment. For instance, if you had designed a macro to
generate letters under Alt using the L key and put
another macro for spell-checking under the K key,
you could run into a problem. If you mean to type K
but inadvertently hit the L key, you could end up
with undesired text and codes inserted where your
cursor is.
The designers of WordPerfect 5.1 saw that dilemma
too, so they created two types of macros: the Alt key
and letter key version you learned in Lesson One,
plus the named macro you are about to learn in
this lesson.

11
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All business letters have a closing that is almost
always the same. So why retype it every time you are
writing a letter? Let's make a named macro that
places the “Very truly yours," and your signature
name at tab setting "4.5" inches.
1. Start with a blank screen in the WordPerfect 5.1
program for this lesson.

2. Press and hold down the Ctrl key and lightly tap
the F10 key.

The prompt at the bottom of your screen will
say, "Define Macro:".

3. Type LETCLOSE to name this macro, then press
Enter. (You can use up to 8 characters to name
your macro.)
LETCLOSE,

Enter

The prompt at the bottom of your screen will
say, "Description:".
4. Type Letter closing as your description, then
press Enter.
Letter closing,

Enter

The prompt at the bottom of the screen will
flash and say, "Macro Def".

Note: It's very important to proceed slowly here.
The natural urge is to race to the lesson's finish.
Curb that urge and you probably will create this

13
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macro correctly the first time through. From this
point onward, you are recording every key you
push until you turn off the macro.

5. Press the Tab key seven times or until the "Pos"
indicator reads "4.5". This places the letter
closing 4.5 inches from the letter's left-hand
margin.
Tab

Figure 2.1: Sample Letter Closing

Very truly yours,

SCHLEIN & ASSOCIATES

Carol L. Schlein
President

6. Type your firm's preferred closing, including the
correct capitals, spaces, and comma, as shown
in Figure 2.1. For instance, many accounting firms
use "Very truly yours" to close their letters. If you
use your firm name as part of the closing, add a
line of space and then repeat steps 5 and 6, sub
stituting your firm's name for the closing phrase.
7. Press the Enter key several times to make room
for your signature.
Enter
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8. Then press the Tab seven times (or the number
you used for step 5). This places the cursor at
4.5 inches as before.
Tab

9. Type your name as you sign it. For example,
I would type Carol L. Schlein for my letter
closing macro. Press Enter to end that line.
Carol L. Schlein,

Enter

10. Repeat steps 5 and 9, if you wish to place a
title under your name. Type your title as you
did your name and again press Enter to end
the line.
11. Press Enter again and leave the cursor at left
margin so that you can include individualized
information, such as the typist's initials, an
enclosure, or copy lines as needed.
Enter

12. To end the macro, press and hold down the
Ctrl key, while you lightly tap the F10 key.

If you have successfully created a macro, you
should see a normal document screen.
Note: To run the macro you created, place the
cursor at the beginning of the line where you

Lesson Two
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want the closing to appear. Press and hold
down the Alt key, while you lightly tap the F10
key. When you see "Macro:" type LETCLOSE,
then press Enter.

You now have succeeded in creating both kinds of
WordPerfect macros. Several others are included in
"Beyond the Lessons," starting on page 29. They
include a macro to change text to double-spacing
and another that automatically numbers your paragraphs.
The next two lessons will focus on WordPerfect's
Merge functions.

Objective: To learn how to merge
a letter and a mailing list

Lesson Three
BACKGROUND: In Lessons One and Two, you mastered
the essentials of macros. But, quite frankly, you never
thought you would need this lesson, because your
assistant always handled mailings. But you walked
into your office a little late this morning and found
two notes from the receptionist. The first said your
assistant was out ill. The second confirmed your
worst nightmare. Congress revised estate tax law,
effective this year. Your clients need to be advised of
these changes immediately.
You call your assistant, who explains that the draft
you prepared last week is stored in the computer
under "TAXUPD.PF", as shown in Figure 3.1, and the
mailing list is stored as "ESTATE.SF", as shown in
Figure 3.2. All you have to do is "merge" the two
together.
For this lesson, the file names used in the example
will be used. If you are using your own, you will need
to substitute the actual names of your files for those
used here. If you do not have similar files, turn to
page 29 in "Beyond the Lessons," which explains
how to create both the form letter ("primary file")
and the names and addresses list ("secondary file"
or data).

17
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Figure 3.1: Screen View of TAXUPD.PF Primary File

January 19, 1994

{Field}address~

Dear {Field}salutation~:

This letter is to inform you that Congress recently revised
the estate tax law. The changes that will affect you are
outlined below:
1. Revision One
2. Revision Two
3. Revision Three
We look forward to working with you to ensure that all
ramifications of these tax law changes are handled in a
prompt and satisfactory manner.

Very truly yours,
YOUR FIRM NAME

Your Name

Lesson Three
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Figure 3.2: Screen View of ESTATE.SF Secondary File

{Field Names}address~salutation—{End Record}

Ina Court
Favorable Verdicts, Inc.
44 Barrister Place
New York, NY 10021 {End Field}
lna{End Field}
{End Record}
M. Good Client
678 Nodding Way
Cincinnati, OH 45243{End Field}
Good{End Field}
{End Record}
James P. Smith
American Institute of Certified Public Accountants
1211 Avenue of the Americas
New York, NY 10036{End Field}
Jim{End Field}
{End Record}

1. Begin with a blank WordPerfect screen.

2. Press and hold down the Ctrl key while you press
the F9 key to reach the Merge/Sort function
in WordPerfect.
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3. Press the M key or 1 to choose the Merge func
tion. The prompt in the lower right-hand corner
of your screen will say "Primary File:".

Note: The primary file is the form in which
information is to be inserted.

4. Type the name of the primary file and press
Enter.4 In the example above, the primary file
is TAXUPD.PF because that file contains the
letter explaining the tax information your
clients need.
TAXUPD.PF,

Enter

5. Now the prompt says "Secondary file:".
6. Type the name of the secondary file and press
Enter. In our example, the secondary file is
named ESTATE.SF.
ESTATE .SF,

Enter

7. If you have done the first six steps correctly, you
will now see the "*Merging*" message in the
lower left-hand corner of your screen.

4 If your file is not shown in the default directory, be sure to
type in its entire location, or path.

Lesson Three
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8. When the merge is completed, you will be on
the last page of your merged document. Press
the Page Up key to review each of the letters.

Note: You can save the resulting file, as you
would any other document, by pressing F10,
then typing the file name. You also may print
the new file, before exiting WordPerfect.

, FILENAME

Once again, you've tackled an advanced
WordPerfect function and will begin to see many
uses for this in your office. You are ready to move on
to a fill-in-the-blank document.

Objective: To learn to use
electronic fill-in-the-blanks forms

Lesson Four
BACKGROUND: The fill-in-the-blanks form of merging
uses different codes than the mail merge form you
successfully completed in Lesson Three. Because you
need to create a simple notary statement before
actually merging data into it, this lesson may take a
few minutes longer than the preceding ones did.
1. Begin with a blank WordPerfect screen. Type the
following paragraph, including all spaces
between words, as shown in Figure 4.1.
Figure 4.1: Notary Paragraph

On
, 1994 before me personally came , to me known
to be the individual described in and who executed the
foregoing instrument, and acknowledged execution of
the same.

2. Now press Enter three times to bring the cursor
down for the signature.

23
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3. Press the Tab key four times or until your cursor
is at "Pos 3".

4. Press F8 to turn underlining on and press the
Spacebar until you reach "Pos 6.5."

Press F8 again to end the underlining, then
press Enter.

5. Press the Tab key four times or until your cursor
is at "Pos 3".

6. Type Notary Public and press Enter. Your form
should now look like Figure 4.2.

Notary Public,

Enter
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Figure 4.2: Notary Form

On , 1994 before me personally came , to me known
to be the individual described in and who executed
the foregoing instrument, and acknowledged execution
of the same.

Notary Public

Note: At each location in this form where you
want to pause so that you can fill in informa
tion, you are going to use the Merge code
called "Input."
Before continuing, save your work by pressing F10.
Name the document NOTARY.FRM, then press Enter.

7. Move your cursor under the first comma on
your form.

8. Press and hold down the Shift key, while you press
the F9 key. Then press 1 or 3 to choose Input.

9. At the "Enter message:" prompt, type DATE,
THEN PRESS F9. DO NOT use the F9 function
key. Press Enter. Now, the top line should look
like Figure 4.3 below.

DATE, THEN PRESS F9,

Enter
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Figure 4.3: Opening Line of Notary Form

On {INPUT} DATE, THEN PRESS F9~, 1994 before me
personally came ,

10. Place the cursor on the second comma. Repeat
steps 8 and 9, typing NAME, THEN PRESS F9 at
the "Enter message:" prompt. Your form
should now look like Figure 4.4. Save your
work as NOTARY.FRM.
Figure 4.4: Screen View of NOTARY.FRM

On {INPUT}DATE, THEN PRESS F9~, 1994 before me
personally came {INPUT}NAME, THEN PRESS F9~, to me known
to be the individual described in and who executed the
foregoing instrument, and acknowledged execution of
the same.

Notary Public

Note: If typing this form took longer than you
expected, you may exit WordPerfect now, save
your changes, and pick up the rest of this lesson
at another time.
11. Begin with a blank WordPerfect screen.
12. Press and hold down the Ctrl key, while you
press the F9 key.
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13. Then press M or 1 to select Merge from the menu.

14. At the "Primary file:" prompt, enter the name
of your fill-in-the-blanks form. In this example,
it is NOTARY.FRM. Then press Enter.
NOTARY.FRM,

Enter

15. At the "Secondary file:" prompt, press Enter
again, because this time you will use the key
board as a substitute for the secondary file.
WordPerfect will show "*Merging*" until
it reaches the first Input code. Then, it will
pause and display the following message "DAY,
THEN PRESS F9" in the lower left-hand corner
of the screen.
16. Type the correct month and day (e.g., March 10),
then press the F9 key.

March 10,

Note: The F9 key moves you forward to the
next input area in your document. If you press
the Enter key, you will add a line to the first
fill-in prompt. Press Backspace to delete the
Enter and press F9 to continue.
17. At the "NAME, THEN PRESS F9" prompt, type
the person's name. Press the F9 key again to
end the merge.

Name,
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Note: If you end up with a "Field: 1" prompt at
the bottom of your screen, you simply pressed
the F9 key one too many times. To make this
command vanish, delete the End Field Code,
then press Home and then the Up Arrow key.

Whew! After all that work, you now have a com
pleted normal document on your screen that can
be printed, saved, and/or changed. Best of all, your
original notary form is left intact for future use.

Beyond the Lessons
How to Create a Primary File
The form you create with this series of commands
allows you to develop a cover letter to send with
client retainer agreements. Your letter should look
like the example in Figure A.1. You can use this docu
ment instead of TAXUPD.PF in Lesson Three.

1. Begin with a blank WordPerfect screen.

2. To automatically insert the date, press the Shift
key while you press the F9 key twice.
3. Type the letter D to search for the Date code
and press Enter.

4. Press Enter twice to separate the date from the
address block.

5. Press and hold down the Shift key while you lightly
tap the F9 key to display the Merge Code Options.

29
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Figure A. 1: Primary File

{Date}

{Field}full name?~
{Field}company?~
{Field}street address{Field}city~, {Field}state~ {Field}zip~

Dear {Field}salutation~:

Thank you for retaining our firm. Enclosed please find a
signed copy of your retainer agreement with our firm.
We take pride in providing quality service to our clients.
We encourage you to take an active role in your matter
with our office.
We look forward to working with you in bringing this
matter to a prompt and satisfactory resolution.

Sincerely yours,
YOUR FIRM NAME

Your Name
Enclosure

6. Press F or 1 for Field code.
7. Type FULL NAME? as the name of your first field,
then press Enter. WordPerfect will automatically
surround the field name with the Field code
and end the label with a tilde (~).

Beyond the Lessons
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Note: To prevent a blank space in the merged
document where a particular record has no
information entered, include a question mark
after the field name and before the tilde. The
question mark is not part of the field name.
DO NOT type {F-l-E-L-D} instead of using the
Shift and F9 keys. Your merge will not work!
However, if you inadvertently delete a tilde (~),
you can simply type it in. The tilde normally is
found next to the 1 key near the upper left
hand corner of your keyboard.

Breaking up the address into its components
gives us more flexibility to use these pieces in
different combinations for other documents
such as fax cover sheets, memos, etc.

8. Press Enter to move the cursor to the next line.
9. Repeat steps 5 through 8 for the next two
fields: Company? and Street Address. Add the
"?" for Company but not for Street Address.

10. For the fourth field, press and hold down the
Shift key while you lightly tap the F9 key to
display the Merge Code Options.

11. Then press F or 1 for the Field command.
12. Type city as the name of your fourth field, then
press Enter.

13. Type a comma, followed by a space. DO NOT
press Enter here or you will start a new line for
the State and Zip code fields.
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Note: The comma and space are part of the
document, not each person's record. By estab
lishing separate City, State, and Zip code fields,
you can prepare different documents from the
same name and address list. For example, you
can sort your list by Zip code or any other field.
And, you may decide to add phone numbers or
other details in additional fields at a later time.
14. Press and hold down the Shift key while you
lightly tap the F9 key.
15. Press F or 1 for the Field code and type state as
the name of your fifth field, then press Enter.

16. Type a space to separate the state information
from the Zip code.
17. Repeat steps 14 and 15 using Zip as the field
name, then press Enter.
18. Press Enter twice to move the cursor down two
more lines.
19. Type Dear , making sure to include the space
as this will be common to all letters.

20. Press and hold down the Shift key while you
lightly tap F9.
21. Press F or 1 and type salutation to name your
last field, then press Enter.
22. Type the colon,and press Enter twice.

23. Type the rest of the letter as you would normally
and save the document as RETAIN.PF.

Beyond the Lessons

33

How to Create a Secondary File
You can substitute the file created here for
ESTATE.SF used in Lesson Three.
Once the cover letter is created, you need to
develop a mailing list. When you understand the
fundamentals of creating a secondary file, you can
add many more details in both this format and in the
cover letter preceding it.
Figure A.2: Screen View of Secondary File

{FieldNames}full name-company-street address-citystate-zip- salutation—{End Record}

1. Begin with a blank WordPerfect screen. Have
several names and addresses that you want to
store in a mailing list ready.

2. Press and hold down the Shift key while you
lightly tap F9.

3. Press M or 6 then type F to find the "{Field}"
command.
4. Press the Down Arrow key once to move the
highlight bar to the "{Field Names}" line and
press Enter. The prompt in the lower left-hand
corner of the screen will say, "Enter Field 1:".

Note: Don't let the programming syntax associ
ated with this step intimidate you — refer to
the Glossary on page 51 if necessary.
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5. Type full name (exactly as you did in the form
letter but without the ? this time), then press
Enter. The prompt in the lower left-hand corner
of the screen will now say, "Enter Field 2:".

6. Type company, then press Enter.
7. Repeat step 6 for the remaining five fields:
street address, city, state, zip, and salutation.

8. After the last Enter, press F7 to end the list of
field names.

Note: WordPerfect will automatically put in two
tildes, an "{End Record}" command, and a hard
page break. It will leave your cursor in position
to start entering the specific information for
each person you wish in this mailing list.
9. Save your work as MAILING.SF and exit this
document, if you are not ready to continue and
enter names.

How to Enter Names and Addresses
into a Secondary File
Setting up secondary files to hold names and
addresses of your clients can prove valuable. Now,
you'll see how to add names and addresses to the
secondary file you created. Gather several of your
clients' names and addresses or simply type in the
examples used here.

1. Begin with a blank screen and retrieve the
secondary file you created under "MAILING.SF."
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2. Move your cursor to the end of the document.
In response to the "Field: full name" prompt,
type Ina Court.
3. Press F9 to end the first field. This function will
add an "End Field" code and a hard return and
will move the cursor to the next line.
4. The prompt in the lower left-hand corner now
reads "Field: company".

5. Type Favorable Verdicts, Inc., as the company
name and press F9 to end the second field.
6. At the "Field: street address" prompt, type
44 Barrister Place and press F9.

7. At the "Field: city" prompt, type New York and
press F9.

8. At the "Field: state" prompt, type NY and press
F9.
9. At the "Field: zip" prompt, type 10021 and
press F9.
10. At the "Field: salutation" prompt, type Ina and
press F9.

11. At the "Field: 8" prompt, press and hold down
the Shift key while you lightly tap F9.
12. Select E or 2 to end this record.
Note: WordPerfect will insert an "{End
Record}" command, a hard return, and a hard
page break, which is represented by a row of
equal signs.
Additional records can be added by repeating
these steps until you have completed your list. Press
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F9 for any blank fields. You also can spell-check the
entire document as you would any other. Save your
work as MAILING.SF and exit this document.

How to Find Your Macros
In Lessons One and Two you created macros. Now,
you may be wondering where they are. WordPerfect
adds a ".WPM" extension to all macro names. You
can find them in the directory specified under the
location of files in Setup (Shift + F1, L or 6, look at
option 3) or in your "WP51" directory.

1. Begin by pressing F5 to start the list function.

2. Type the complete information that was listed
in Setup right over the prompt that appears (if
it was blank, type C:\WP51\*.WPM instead),
then press Enter.
3. If you want a printed copy of this list, hold
down the Shift key and lightly tap F7.

Note: Did you find unexpected .wpm files in this
directory? Be careful about deleting or renam
ing macros that you did not write in this list!
Some of them are provided by WordPerfect and
deleting these could mean that you would need
to reinstall them to gain access to them later.

How to Create a Double-Spacing Macro
This macro can be used when you want text to print
in double- spacing, rather than single-spacing.
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1. Begin with the cursor in front of the material
you want to double-space.

2. Press and hold down the Ctrl key while you
press the F10 key.

3. Hold down the Alt key and press the letter D key.
Note: If you already have an Alt D macro, you
will be notified that it already exists. Press F1
to stop recording the macro if you wish to save
the old macro. If you wish to replace it, press R
or 1 when you receive the prompt.
4. Type the following brief description: Double
Spacing and press Enter.
5. Press and hold down the Shift key, while press
ing the F8 key to select Format.

6. Press L or 1 to choose the line setting option.
7. Press S or 6 to select line spacing.
8. Enter 2 to set for double-spacing, then press Enter.
9. Press the F7 key to exit and return to your
document.

10. Press and hold down the Ctrl key while lightly
tapping the F10 key to end your macro.
11. To run the macro, press and hold down the Alt
key, while pressing the letter D key.

The same steps can create a single-spacing macro
(e.g., Alt + S), by substituting S for D in step 3, and 1
for 2 in step 8.
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How to Create a Macro for Automatic
Paragraph Numbering
You can use this macro to insert paragraph numbers
in your document automatically. These steps will
insert an Arabic number (1, 2, etc.) at your cursor.

1. Press and hold down the Ctrl key. Then press
down the F10 key. At the bottom of your
screen, you will see the words "Macro Define:".
Note: If you already have an Alt N macro, you
will be notified that it already exists. Press F1 to
stop recording the macro if you wish to save the
old macro. If you wish to replace it, press R or 1
when you receive the prompt.
2. Press and hold down the Alt key, while you
lightly tap N. The message at the bottom of
your screen should read "Description:"

3. Type Automatic paragraph numbering as your
description, then press Enter. As in Lessons One
and Two, the "Macro Def" message should be
flashing in the lower left-hand corner of your screen.
4. Press and hold down the Shift key, while you
press the F5 key.

5. Press P or 5, to choose paragraph numbering,
then press 3 for Level 3 or Arabic numbers.
Note: You can use this macro for other paragraph
numbering styles by pressing Enter instead of 3
in step 5. With automatic numbering, you can
change levels by using the Tab or F4 (indent)
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keys. At the left margin, traditional outline
numbering begins, progressing one level for each
subsequent Tab or F4 (indent) that you press.
6. If you want to indent after the paragraph num
ber, press F4. If you prefer numbering followed
by tabs, press Tab. If you normally put two spaces
after your numbers, press the Space Bar twice.

7. Press and hold down the Ctrl key, while you
press the F10 key to end recording.

8. To run the macro you created, place the cursor
at the beginning of the line where you want
the number to appear.
9. Press and hold down the Alt key, while you
press N.
Note: To restart numbers at Level 1 again, press
and hold down the Shift key while you press F5.
Then press D or 6 to choose Define. Press S or 1
to start paragraph numbering again, then type
1.1.1, and press Enter.

Where to Go From Here
Once you have learned the basics about making and
running macros and merge documents, you can
begin to automate your office more effectively.
To assist you and your office in moving to the next
level, we have compiled a list of ideas for accountingoriented macros and documents suitable for merges.
Follow the steps in the four chapters and the appen
dix to create the new macros or merge documents.

Macros
These are listed in alphabetical order. The more diffi
cult-to-create macros are indicated with an asterisk (*).

automatic paragraph numbering
basic firm information (address block,
firm name)
block and underline, bold, and/or center
create new footnote
double-spacing
exit to clear screen without saving document
*format for multiple envelopes
initial caps (change first letter of word
to uppercase letter)
insert today's date
mark items for inclusion in Table of Contents
print full document
save and replace named document on screen
*print envelope from inside address of letter
window-envelope address positioning
single-spacing
41
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spell-check document on screen
transpose two letters
view document before printing
*create footer for page x of y
(uses the cross-reference feature)
*format for mailing or file folder labels
(can use WordPerfect's LABEL macro
to do some of the work)
*list of macros available
*put document name and path location in
small print at bottom of document or
in footer

Advanced macros can also be created to display a
menu of choices. The menus can then be "nested"
into other macros or into merge documents. With a
menu-based macro, you can create lists of options for:
letter closing phrases (sincerely,
very truly yours, etc.)
inside letter delivery phrases
(by hand, by fax, etc.)
lists of accountants (for signatures)

Merge Documents
basic letter (input codes for inside address,
re, and salutation)
certifications
contracts
fax header or cover sheet
leases
memo
notary or acknowledgment forms
engagement letters
*will
*real estate closing documents

Epilogue
When you master these lessons and incorporate some
of the "Beyond the Lessons" elements into your
computer, you will benefit from even more of the
richness and versatility built into WordPerfect. When
you want to sharpen your skills, you can return to
this booklet. You may even find that you're willing to
experiment with some of your own variations.
The best way to share what you've learned with
others in your office is to document what you've
done. Create a document that lists your macros and
forms and update it when someone in your office
adds a form or macro. This will allow everyone in
your office to share shortcuts.
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Appendix

Services and Publications
of the Management
of an Accounting
Practice Committee
CONFERENCES
Conferences produced annually or semiannually
include—National Practice Management and Firm
Administration Conference, National Practice Manage
ment and Marketing Conference, and National Small
Firm Conference. All conferences offer practical,
hands-on guidance with an emphasis on the exchange
of management experiences (problems and solu
tions) among practitioners. Call (212) 596-6139 for
additional information on conferences.

INQUIRY SERVICE
The MAP Inquiry Service responds to member inquiries
concerning firm management and administration.
Call (212) 596-6139.

PUBLICATIONS
Except where listed, call the AICPA Order Department
at (800) 862-4272 or (201) 938-3000 (outside U.S.).
45
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MAP Handbook, a comprehensive 1,000-page, threevolume, loose-leaf reference service on practice
management, is updated annually. It includes more
than 200 forms, sample letters, checklists, and
worksheets, all easy to reproduce or adapt for your
practice needs. It provides detailed financial data
and policy information, for firms of various sizes,
that enable you to compare your performance with
that of comparable firms. Topics covered include
developing an accounting practice, administration,
personnel partnerships, and management data. For
information call (212) 596-6137; to order call
(800) 323-8724.
MAP Selected Readings, a companion book to the
MAP Handbook, is a readers' digest of over 500
pages of articles on successful practice management,
specially compiled from leading professional journals.
The articles contain numerous profit-making ideas
for your practice. A new edition is published annually.
For information call (212) 596-6137; to order call
(800) 323-8724.

MAPWORKS — DOCUMAP contains, on diskette,
documents from the MAP Handbook dealing with
organization, client engagements, and personnel.
Available in three formats: APG2 (No. 016911), ASCII
(No. 090080), and WordPerfect 4.2 (No. 090081).
On Your Own! How to Start Your Own CPA Firm
provides nuts-and-bolts advice on how to start a CPA
firm. It contains a wealth of hands-on information
on operating profitably, and is useful to both new
and established firms as well as to prospective firm
owners. Product No. 012641.

Organizational Documents: A Guide for Partnerships
and Professional Corporations is a guide to drafting a
partnership agreement and corporate documents.
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The book includes a sample partnership agreement
with more than 100 provisions and a step-by-step
approach to incorporating. Book (No. 012640); Word
Perfect 4.2 disk (No. 090091); ASCII disk (No. 090090);
Book and WordPerfect 4.2 disk set (No. 090096); Book
and ASCII disk set (No. 090095).

Management Series booklets cover the issues your
clients are dealing with now. Designed to help you
help your clients solve their management problems,
the series includes Management of Working Capital
(No. 090060), Financing Your Business (No. 090061),
Making the Most of Marketing (No. 090063), Manag
ing Business Risk (No. 090062), International Business
(No. 090064), and Human Resources (No. 090065).
Practice Continuation Agreements: A Practice
Survival Kit explains how you can preserve the value
of your practice in the event of death or disability. A
practice continuation agreement can prevent the
value of your practice from dissipating, provide
financial and emotional benefits to your family, and
help fulfill your professional responsibility to your
clients. Product No. 090210.
Managing the Malpractice Maze offers firms specific
techniques for lowering their risk of liability. It iden
tifies criteria for evaluating a firm's existing defensive
practices program and shows how to develop such a
system if one is not in place. The book also features
a ten-step plan to follow when a claim is brought and
discusses such vital management issues as practicing
without insurance, documenting engagements,
selecting an attorney, and implementing a quality
control system. Product No. 090380.

Winning Proposals: A Step-by-Step Guide to the
Proposal Process takes you through every step of
the proposal process from its preliminary steps to
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conducting a postmortem following the prospective
client's decision. Detailed chapters explain how and
where to conduct research, what to look for during
on-site visits, how to map out a strategy that distin
guishes your firm from competitors, what is the
appropriate composition of the proposal document,
and how to ensure your sales presentations work.
Product No. 090390.

Managing by the Numbers: Monitoring Your Firm's
Profitability assists you in your efforts to improve
your firm's long-term financial performance. It helps
you identify immediate opportunities within your
firm and provides you with a dynamic tool to manage
your practice better on a regular basis. This book
instructs you step-by-step how to examine the num
bers behind the numbers and uncover situations
that may not be obvious in conventional financial
statements. Product No. 090220.

Seasonality: Practitioner's Suggestions for Managing
Work Load Compression is a summary of creative
approaches to dealing with this profession-wide
problem. The suggestions come from the responses
of over 100 managing partners to a MAP Committee
survey on seasonality, as well as tips gleaned from
AICPA MAP conferences and professional publica
tions. Seasonality is an impressive compilation of
initiatives used by firms to increase profits and
improve quality of life for owners and staff. Product
No. 090400.

Strategic Planning: A Step-by-Step Guide to Building
a Successful Practice provides a detailed approach to
the design and implementation of a strategic plan.
The process can be applied by both small and large
firms. It will produce not only action plans and a docu
mented strategic plan, but also create the synergy,
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focus, and commitment that enables firms to maxi
mize opportunities for growth and profits. Product
No. 090402.
WordPerfect® in One Hour for Accountants is a
crash course in the most popular word processing
and document storage software package used by
accountants. It is designed for the busy practitioner
who wants to get up to speed in WordPerfect basics
without slogging through a complicated user's man
ual. In four easy lessons, you will learn the basic
steps for getting a simple job done using
WordPerfect. The four lessons average about 15 min
utes each. That's your WordPerfect in one hour!
Product No. 090085.
The Marketing Advantage is your one-stop reference
on how to market a CPA firm. This book contains
comprehensive, practical advice for CPAs and
marketing professionals from CPAs and marketing
professionals. Over two dozen managing partners,
marketing directors, and consultants contributed to
the book. Product No. 090404.

The MAP Committee Survey on Professional Staff was
sent to 5,000 managing partners and 5,000 profes
sional staff members. Topics addressed by the survey
include actions taken by firms to address the increase
in female professional staff, the nonpartnership
track, movement of staff into industry, staff conflicts,
mentoring, and maternity/paternity leave. Product
No. 090005.
The MAP Roundtable Discussion Manual contains
guidelines for organizing a MAP roundtable discussion
group. Such a group can help firms find practical solu
tions to common problems through regular meetings
and information exchange. The guidelines include
sample correspondence, forms for administering a
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roundtable, and nearly forty suggested discussion
outlines on topical management issues. To order call
(212) 596-6139.

Glossary
Code. A command written into WordPerfect that
accomplishes a given task.
Command. An instruction that you give to the com
puter, using the keyboard.
Cursor. The blinking dash on the screen that shows
where you are on the page.

Field. The unit used to divide information within a
record. In a mailing list, for example, an individual's
name may be one field, the company name may be a
second field, the address a third field, and so on.
Version 5.1 of WordPerfect allows you to use either
numbered or named fields in Merge files.

Function keys. The 10 or 12 keys at the top or side of
the keyboard that are used by software programs to
carry out certain operations. In WordPerfect, each
key can be used by itself, as well as with the Shift,
Alt, or Ctrl key.
Macro. The recorded keystrokes that can be played
back to perform a task that you do repeatedly. In
WordPerfect, macros can include text, functions,
pauses, menus, etc.
Merge. The process of combining two (or more)
sources into one document.
Primary file. The file that directs the Merge to insert
information where it belongs in the final version.

Record. A collection of related fields.

51

52

WordPerfect® Shortcuts for Accountants

Secondary file. The file that contains the records for
merging with the primary file to create a third docu
ment. In addition to merging name and address
information, the secondary file can contain such
details as a matter name, the amount of distribution
in an estate, or boilerplate paragraphs.
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Merge and Macros Cheat Sheet
Making a Macro:
Press Ctrl and lightly tap F10 to start defining the macro
{MACRO DEF}
■ For Alt macros, hold down the Alt key and lightly tap a letter
■ For Named macros, type the name of the macro, then press
Enter (up to 8 letters or numbers)
At the Description message, type a brief description, then press
Enter

Record the steps you want to save

When you are finished, press Ctrl and lightly tap F10 to save
the macro

Running the Macro:
For Alt macros, hold down the Alt key and lightly tap the letter
you designated
For Named macros, press Alt and lightly tap the F10 key
{MACRO}. At the Macro: message, type the name of the macro,
then press Enter

Making a Primary (Form) File:
Set up your document as you normally would. At each location
where you want to substitute information from your secondary
(date) file,
Hold down the Shift key and lightly tap F9 {MERGE COMMANDS}

Then select F or 1 {FIELD}
At the Enter Field: message, type the name of your file (e.g.,
company name), then press Enter

Save the file with a .PF extension (e.g., SIMPWILL.PF)

Making a Secondary (Data) File:
Hold down the Shift key and lightly tap F9 {MERGE COMMANDS}

Then select M or 6 {MORE}

Type the letter F to search the list. Move the cursor down to
FIELD NAMES and press Enter
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At the Enter Field1: message, type the name of the first field
you used in your primary file, then press Enter
Continue to enter all of the fields following the instruction above.

When all of the fields have been entered, press the Shift key
and lightly tap the F9 key {END RECORD}
Follow these same steps until all of the information is entered
in the secondary file.
Save the file with a .SF extension (e.g., SIMPWILL.SF)

Merging Your Primary and Secondary Files:
Press Ctrl and lightly tap F9 {MERGE/SORT}
Type M or 1 {MERGE}
At the Primary File: message, type the name of your primary file
(e.g., SIMPWILL.PF), then press Enter
At the Secondary File: message, type the name of your secondary file
(e.g., SIMPWILL.SF), then press Enter

Creating a Fill-in-the-Blanks Form:
Set up your document as you normally would. At each location
where you want to substitute information from your secondary
data file,
Hold down the Shift key and lightly tap F9 {MERGE COMMANDS}

Then select I or 3 {INPUT}
At the Enter Message: prompt, type the message you want to see
during the merge (e.g., Type DATE, THEN F9), then press Enter

Save the file with a .FRM extension (e.g., NOTARY.FRM)

Filling in the Form:
Press Ctrl and lightly tap F9 {MERGE/SORT}
Type M or 1 {MERGE}
At the Primary File: message, type the name of your primary file
(e.g., NOTARY.FRM), then press Enter

At the Secondary File: message, press Enter

Fill in the first blank. To move the next fill-in, press F9.
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